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You will first get an email inviting you to attend the meeting: 

Click this URL to go to webinar 
site. 

-Enter name and email address  
-enter password  
-click Join Now 
 



 
 

• This is the main menu attendees will view once they click the link to Start Meeting. 
• Attendees will write their name and e-mail address in the box provided. (The email address needs to match the email address used to invite 

user to the meeting). 
• Click “Join Now” 



 
 
 

• First time attendees using WebEx software must click the Yellow Information Bar near the top of the page to install the software. The 
directions are above under “To Join the Meeting” followed by “Install.” Left click once to Install. Allow a minute or so for the complete 
installation. 



You will get a “Windows security 
Warning”  
Click Install. 



 
 

• Once an attendee joins the meeting, a list of all attendees appears in the box “Participants.” 
• Below that box, is a tab “Raise Hand.” If you have a question, raise your hand. This will indicate to the instructor you have a question. The 

instructor will call your name over the phone and you can answer the question. Once the question is asked, the hand can be removed.  



  

This is an indication of 
where the hand is when you 
raise it. 
 

This is a place to view “chat log” 
of participants. 

Select to send your message to all 
participants or individual from the 
drop down box. 
 
Type your text in the window and  
Double check the message is being 
sent to the correct person and click 
“Send.” 

The left side of the screen “The Function of A Conservation District” is controlled only 
by the Host or the Instructor. An attendee will only watch the slides as presented by the 
host or instructor. 
 

See next page for an explanation of icons 

Note:  When mike is used: Only Seven (7) users can be 
on microphone at a time.  Be sure to click the 
microphone off when not speaking. 



 
This is a screen shot from the Webex Website.  The department has not signed up for all features so not all features apply  
for Department meetings.  



 
 
• By left clicking once on the icons above “Chat” you can change the look of your screen. In this case, the Chat window is extended and the 

“Participants  box “is removed. To reinstate “Participants”, left click once on the icon with the blue and green figures.  



 
 
• This is an example between two people chatting. The host “WDA Employee” asks Margy Anderson if she has a question. Margy’s response 

appears below her name. 



 
 

• This is an example of when the instructor advanced the slides forward. The instructor has a toolbar with options to underline as indicated in 
red, circle, erase, etc. The small window near the top with “04: to meet the int.” show the attendees and instructor what slide they are on.  

 
• Documents and presentations can be downloaded prior to the meeting 

 
  



To Leave the meeting: 

 
  



Click yes to exit meeting:

 
 


